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nfflice of Collection and Dissemination

LIMINISTRATIVE ETAFF

MISSTON

The fdministrative £ talff 18 responsible for providing administrative
and related suppert for the (ffice of Collecticn and Tisserdnation.
FUNCTIONS

Within its field of responsihility, the Administrative Staff shalls

1. Plan end coordimate pefsonnel administrstion activities in X7v, in-
cluding such matters ag procursmant, sssignment, utilization, transier and
promotion, and employsze relatiosns.

2. Establish administrative procedures to implement CCD and Agency
policies and directives.

3. Coordinate budretary requirements for the various CCD activitles;
plan and develop annual budpet estimates for the ({fice.

L. Implement and control the day-to-dsy financisl program in ‘CI' in co-
ordinstion with the Cffice of tE2 Comptroller.

5. Prescrite and implament internal saecurity procadures.

6. Tirect ihe procurement, assignmwent, and maintenence of supplies,

equipment, space, and all genersl services reguired by OCD) activitics.
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